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‘ Requesting Agency

DEPARTMENT OF MENTAL HYGIENE REHABILITATIOR

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.

additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
poted. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after .

the period of time indicated.

4. 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
1. | HOSPITAL AND CENTRAL OFFICE FIIB

A.

8ige: B8i* x 11

Dates: 1950 « -

Qusntity: 1 drawer (2 cubie fest)

File Arrangement: Alphabetical by nams or program ar sctivity

This fils is concerned primarily with the supervision of institu-
tional rehabilitation activity and program planning. Similar mater-

categories of records are included in the files

Category A. Correspondence, memos, worksheets (intra-office and with
institutional staff) concerned with rehabilitation
administraticen,

Statistical data on patient population.
RECOMMENDATION: ‘ RE[‘AIN FOR THREE YEARS AND THEN DESTROY.

Category B. Correspondence and worksheets concernsd with capital
ts plaming.

Monthly reports received from institutions (Monthly
Reports of Rehabilitation Tharapies and Education)

RECOMMENDATION: RETAIN FOR FIVE YRBARS AND THEN DESTROY.

ial ia also filed in the General File, Itam 2. The following general

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

Chief, Division of Administration

; c and Finance 12/5/1960
0 Signature Title Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
ecords Commission. ° Public Works.
DE 74 .
12/7/1960 M 5 va C 12 1960 s /
Date Archivist ' Date Secretary
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", Hall of Records (Continuation Sheet) PAGE
Commission NO. 2.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
"jfem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.

2. | GENERAL FIIE

Size: B8ir x 11

Dates: 1950 = -

Quantity: 3 drawers (6 cubic feet)

File Arrangement: Alphabetical by namas, subject, or type
of record

Armual Accumlation: 1 cubie foot (estimate)

Disposable Amount: 2 cubic feet (estimate)

The General File is composed of the operating and informational
records maintained by the Director of Rehabilitation. Majar cate-
garies of records in the fils include:

Category A - Carrespondence with professional organizations and
associations and sgencies in other states

APPROVED
HALL OF RECORDS COMMI3SION

Correspondence econcernpd with internsl administra-
tion-—~recruiting persomnel, handling patients,
supervising institutional directors of rehabilita-

tion therapiss
‘ A. | RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

Category B - Monthly Reports - copies of reports to the Commission-
ar of Mental Hyglens .

B, |RECOMMENDATION: REPAIN FOR ¥IVE YEARS AND THEN DESTROY.

Reference material - newspaper clippings, publications, speeches,
reprints., This material may be considered
non-record within the meaning of the statute
governing nonerecord material (Articls 41,
Section 179, Amnotated Code of Maryland, 1957
Edition) and may be destroyed when no lengsr

- needed,

3. | CENERAL FILE (TESTING MATERIAL AND REHABILITATION THERAPY AID
T COURSE |

Size: 81 x 11¢
Dates: 1950 - -

Quantity: 1 drawer (2 cubic fest)

v'q

File Arrangement: By type of receard e S P IO 13
Ammal Accwmlation: # cubic foot S TeL o (7 PUPLIT WOiTi-
!
rhisiteniscond.daredtobepnrbofthoeeneralme(ltenz) o

’ described elseshsrs on this schedule. Specific categeries ofJiC 13 1330
material in the fils include the following: E
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Commission NO. 3.
5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.

A Category: Hospital budget estimates and workpapers

_ Carrespondence with institutions and the Commissioner
"of Mental Hygiene relating to routine matters and
studies undertaken which affect the rehabilitation

progran.

Monthly machine tabulations of the results of rehabi-
litation courses (discor)xti.rmed, no further accumla-
tion

4, | RECOMMERDATION: RETAIN FOR THREE YEARS AND THEN DESIROY,

APPROVED
HALL OF RECORDS COMMISSION

B, Category: Monthly reports from institutions
B. | RECOMMENDATION: RETAIN FOR FIVE YEARS AND THER DESTROY,




